MANAGING FACILITY AND LARGE-SCALE

Objective: LARCNET CONNECTION REQUESTS
-to ensure that all requests for LaRCNET services are
processed in a timely, effective and consistent manner LMS-CP-5521

Revision: E-1

Approval Original signed on file

Associate Director for Operations

Section 1: Multi-Move Requests

Section 2: Connect a Building to LaRCNET

Section 3: Connecting External Partners Based Off-site to LaRCNET
Section 1: Multi-Move Requests Section 4: Handling Special Requests

Requester General Information

LaRCNET Building The following records are generated by this procedure and are maintained in
Coordinator (LBEC) accordance with CID 1440.7:
. -LF 200, LaRCNET Appletalk Move Request
Complete LF 200 Rewew =2 -New Building Connection Request Memo
and send to the sl sls sl -Off-Site Connection Request Memo

LaRCNET Building [ Ve i ODIN -Special Request Memo
Coordinator for contractor and file

. a copy of the form
review in the LBC's office General Note

Services provided by LaRCNET include:
-LaRCNET connections

-LaRA services

-E-mail services

Section 2: Connect a Building to LaRCNET

Requesting Manager

NCSB
Prepare a memo Perform a site visit,
requesting building note findings, ODIN Contractor
connection and complete
forward to Network Infrastructure Note 1
and Computer | Upgrade Proposal | PrceOF;atlr:SItEJmPa?:d The memo must include:
Services Branch (IUP) request, and -The building number to be connected
(NCSB,) for forward to ODIN -A brief description of the reason for connection
processing contractor -Number of computers to be connected
(see Note 1) (see Note 2) -Funding source
+ Note 2
Notes of the site visit are kept informally, either as
Review IUP notes in a site notebook, or within a daily
planner. These informal notes are for the purpose of
completing the IUP request only and are not required
to be retained once the IUP is requested.
UP maousss Make requested Note 3
changes A ODIN Form 8 or ODO request must be completed
for individual connections once the building
connection is complete (see LMS-CP-5519).

Perform the work
Secure funding [—® and advise NCSB
of completion

v

Advise requesting

manager that
individual
connections can
now be requested
(see Note 3)
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Meet with the
external partner to
define
requirements and

Section 3: Connecting External Partners Based Off-site to LaRCNET
NCSB

External Partner

LMS-CP-5521
Revision: E-1

deliver the
Guidelines for Off-
site Connections
(LMS-TD-5553)

Review the
requirements and
determine level of
funding required

NASA Sponsor

Funding
available?

Prepare a memo
requesting service
and provide a job
order for costs and
order the
communication
(e.g. T1) line
\

v

Advise
sponsoring

seat, i.e. RC3 or
LAN1B

NCSB

Meet with the
requester to
discuss the special
request
(see Note 4)

v

Evaluate the
request upon
receipt of a
detailed memo
from requester and
determine the best
method of service
(see Note 5)

v

Review
requirements and
determine level of
funding required

Funding
available?

Generate an IUP
request or make
ODIN catalog
request for service
required

Section 4: Handling Special Requests

organization's
ODIN POC to
request proper

Note 4

Special Requests include:

-termination of a building connection
-termination of service to an external partner
-troubleshooting traffic problems

-special networking requests

Note 5

The Memo of Request must include:

-Brief description of the problem or special need
-Number of units involved

-Location of units involved and LaRCNET host name
-ldentification and phone number of the primary

point of contact

-Any schedule constraints

-WBS number for any charges which may be incurred
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